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SEGREI
RECCRDS MANAGEMENT SURVEY
DEPUTY DIRECTOR/ECIENCE AND TECHNOLOGY

1. PURPOSE - To conduct a survey of the Records Management Program
and to prepare Records Control and Vital Records Deposit Schedules in the
Offices of the Deputy Director for Science and Technology.

2. BACKGROUND - At the request of the Execq : a survey of
the Records Management » was conducted Aves Records
Officer for DD/S&T, & This survey included com-

piling an inventory of the records holdings in all offices of DD/SAT with
the exception of (SA, OSI, snd Office of Computer Bervices. In preparing
this inventory, information as to the use and value of each record gategory
was cotalned Prom responsible officiels. From these facte Records Control
Schedules - wmaster plans for the retention, retirement and disposition of
DD/B&T records were developed. These schedules were discussed with and
concurred in by the component chiefs. Records Control Schedules were not
developed for 08A, 08I, and Office of Computer Services for the following
Teastns:

a. We were requested to cowplete all other elements of DD/SAT
prior to proceeding with OSA.

b. A very Tine revised Records Control Schedule for OSI pre-
wag approved by me in August 1963.
is attached.

¢. The Office ol Computer Services was only recently trans-
ferred to DD/S&T. A schedule developed for thew when they
were DD/8/ADPshould be updated.

Developwent of a Vital Records Depcsit Schedule wss delayed in order
that we could give priority to the preparation of Records Control Schedules.

3. FINDINGS

a. These Records Control Schedules indlcate that the records
holdings Tor all elements of DD/S&T exclusive of 084, OBI, and
the Office of Computer Services, total 564 cubic feet.

b. The Agency approved Subject-Numeric file system was found
in only three coumponents.

c. Many records were belng retained beyond thelr usefulnees
because authority for their destruction through Records Con-
trol Schedules 414 not exiet.
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4. There appeared to de an unnecessary amount of duplication
i the developuwent of reference filea.

¢, BSowme perscommel were unavare of the services available =t
the Agency Records Center.

T. Seversl offices had boxes of records awaiting retirement
to the Records Center upon approvel of the attached Recorde
Control Schedules.

" g« In several offices Top Secret materials were belng separated
from the sppropriate subject, case, or project file snd filed in
a peparate draver or sefe set eside for Top Secret materials ax-
clusively. '

k. RECOMMERDATIONS
a., THAT THE RECORDE CONTROL SCHRIXLES BE APPLIED IMMEDIATELY.

1. Application of the DD/SAT Records Control Schedules will
assure that records considered of permanent value will not be
destroyed. Adherence to these schedules will provide sn efficient
end economical recorde disposition progrem whieh will result in
substantial wonetary savings through more advantageous use of
office space and equipment. ;

b. TEAT THE RECORDS CONTROL SCHEDULES BE KEPT UNDER CONSTANT
REVIEW. ,

1. The Record Categories ae defined in the attached schedules
reflect the current functions of emch office. As these functions
change, the Records Control Schedules should be revised to reflect
the change in responsidbilities. Proper documentation should be
entered on the schedules to reflect sll actions (additions or
deletions) which will ocour subsequent to the implementstion of
these schedules.

2. Records Control Schedules should be reviewed amuslly by
the DD/SAT Records Management Officer.

¢. THAT THE AGEECY SUBJECT-NUMERIC FILE SYSTEM BE INSTALIED IN
ALL COMPONENTS OF DD/B&T.

1. A review of the various file systems throughout DD/SAT
indicate that only a very few offices are using the Agency
Bubject-Numeric system. Adoption of the Agency approved Piling
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systen will provide uniformity, easy filing, quick reference
and prompt retrievability of materisl previously filed, uaking
it sdaptable to conditions resulting from rotation of personmnel
from office to office. We would be very happy to assist your
Records Cfficer in organiging a Piling Workshop which would
familiarize file custodians with the Agency Bubject-Sumeric
system.

d, THAT AN ATEEMPT BE MAIE, WEEREVER POSSIBLE, TO CENTRALIZE
REFERERCE MATERIALS.

1. The building snd waintsining of individual collectiones
of reference materials in offices where responaibility for msin-
taining & centralized eollection exists elsevhere, should be
discontinued.

e. THAT ALL RECORDS CUSTODIANS OF DD/SA&T BE INDOCTRINATED IN
THE PROPER METHOD OF PREPARING INACTIVE RECORDE POR TRANS-
FER TO THE RECORDE CENTER.

' 1. This ¢an best be scoomplished through the presentation
of a workshop by the Chief of our Records Center. We will de
very happy to work with your Records Officer in arranging such
a workshop.

. THAT TOP EECRET MATERIAL NOT BE SEPARATED FROM ITS APPROPRIATE
CASE, SUBJECT, OR FROJECT FILE.

1. By PMling Top Becret waterisles in s sepsrate safe the
continuity of 5 Tile is broken and retrievability of the Top
Secret materials 1s complicated. Thie systew alsc requires that
a continuity sheet be prepared for filing in the appropriate
file,

&. THAT RECORDS CONTROL SCHEDULES BE DEVELOPED FOR TEE 08A
ANWD OFFICE OF COMPUTER SERVICES.

1. This office will be very happy to assist in updating
fecords Control Schedules to reflect current status of these
offices. :
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